Employee Self Service (ESS) Website Create a New User
Note: To create a New User in ESS, you must have your SSN and Hire Date. Contact HR if you need your hire date.

1. To get to the ESS website you can go to the main City of Greenville website, scroll to the bottom and click ESS.

Home Contact Us Accessibility Site Map Web Policy and Copyright Website by CivicPlus®

206 S Main Street, Greenville, SC 29601 Police Non-Emergency: 864-271-5333
Greenville Cares Information Center: 864-232-2273 Webmail | Timesheet || ESS

2. Click on New User.

'Ile
wth, Carelina

Home

Welcome to the Emplo

Choose Login or New User from the menu optii

Accessibility
New User

Below you will find links to additional Human Res

Login

Contact Us Employee Assistance Program (EAP):
Click for Information (PDF)

3. Onthe Create New User page, fill in all required fields.
a. Make note of your password.

4. After reviewing your information, click Create New User.
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5. You will get a confirmation message and email sent to the email you provided.

Create New User

* = Required

Your user has been created. A confirmation email has been sent to the elMail Address specified containing a link to
enable your user.

6. Click on the link in the confirmation email.

**=* Please save this email for future reference ****
This email address was registered at Click2Gov3. To enable your email click on the link below.

Attention AOL Customers - you must copy and paste the URL into the Address Box.

If you have any questions, please call (864) 467-4444.
Thank you and have a nice day.

Click this link to enable your email: https:// /s
enableEmail=true&token=1flbe7c4a5aa leSnfl;46db8&02d3_d.2469a2 15001283 5aTbfc 700n4_5dc-l4 Telacbad28e3880f8bd4cd5f1530dc TecbddbcBdTe5c06abTed9d6

7. You will then be taken to the ESS website with an Enabled Email message.

8. Click on the Login link.

Enable Email

Your email has been enabled. You may now use it to login.

Login

9. Enter the email and password.

10. Click on the | Agree box after reviewing the Registration Acknowledgement.
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11. Click Continue.

Registration Acknowledgement

* = Required

have been given specific permission from City of Greenville, SC o access and use this system.

If the above statement is true, please click the check box and press "Continue" otherwise, press "Cancel".

Ll *lAgree

| acknowledge that this system is for the sole use of employees of and made available at the sole discretion of City of
Greenville, SC and | affirm that | have proper permission to make use of this system because | am an employee of or

12. Enter your SSN and Hire Date.
13. Click Finish.

Employee Self Registration - Registration

* = Required

Registration Information

stub.

* S5N:

* Hire Date:

Please enter all required information. Any pay related information needed, can only be found on your most recent pay

14. After the Success message click on Home.

You have successfully registered with the system as an employee.
In order to access employee specific features and functions, click the link below.

Thank you.

Employee Self Registration - Success

15. You are now ready to go!
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